DGS CATEGORY SPECIALIST

JOB SUMMARY

The Category Specialist executes procurement activities, using all available methods to include
Request for Proposal, Invitation to Bid, Multi-step Bidding, Competitive Negotiation and Informal Bid,
within the assigned portfolio of goods and/or services, and conducts ongoing vendor and contract
management during contract lifecycles. The Category Specialist must be able to solve complex
problems associated with data and spend analysis, cost benchmarks, diverse and/or conflicting
agency requirements, procurement processes, and vendor and contract management. The
Category Specialist will administer procurement activities from development and implementation of
the sourcing strategy to execution of the contract, which includes identifying agency needs, drafting
solicitations, executing procurements, managing and leading the state evaluation process and
conducting negotiations. The Category Specialist will represent the state procurement office and
speak in public settings to various groups which include, but are not limited to, relevant industry
trade groups, the state fiscal review committee, the state procurement commission, the state
protest committee and the advisory council on state procurement. In addition, the Category
Specialist will serve as the point person for ongoing contract management activities, and will utilize
problem solving skills to ensure the contract satisfies the needs of internal and external
stakeholders.

REPRESENTATIVE DUTIES AND RESPONSIBILITIES
Under the direction of the Category Team Lead:
e Gathers and analyzes contract expenditure data.

e Develops contract specific performance metrics.

e Gathers and analyzes benchmarks for pricing and contract terms.

e Develops tools to calculate, forecast, and report savings.

e Develops solicitation specifications based on internal and external sources of information.

e Analyzes proposed pricing against historical costs, other state contracts, and industry-
recognized indexes.

e Estimates, validates and reports on annual savings associated with contracts.

e Possesses and demonstrates strong knowledge of policies, procedures and execution strategy
for multiple solicitation methods including Request for Proposal, Invitation to Bid, Multi-step
Bidding, Competitive Negotiation and Informal Bid.

e Solves common problems associated with procurement activities, including data analysis and
negotiations.

e Manages and leads the evaluation team and process to award recommendation.

e Provides protest support in research and development of recommendation for resolution, as
needed by the Legal department.

e Works closely with other central procurement teams in support of procurement and contract
activities.

e Leads and develops strategy for formal supplier negotiations and supports other procurement
staff with similar activities.

e Monitors vendor market and industry developments to identify appropriate opportunities to
maximize cost savings and quality of procured goods or services.



DGS CATEGORY SPECIALIST

Conducts regular business reviews with vendor executives to review and discuss vendor
performance, contract activities and negotiate contract enhancements and price decreases.
Conducts ongoing vendor and contract management to ensure vendor and state compliance
with contractual obligations.

Regularly represents the central procurement office while speaking at public events with internal
and external stakeholders.

Builds and manages business relationships with agency procurement staff, central procurement
sourcing analysts and key vendors to facilitate effective contract management and sourcing
outcomes.

MINIMUM QUALIFICATIONS

Completion of a Bachelor's degree from an accredited college or university

*Professional procurement/sourcing/contract management experience can substitute for the degree

PREFERRED KNOWLEDGE, SKILLS, AND ABILITIES

e Knowledge of public or private procurement or contract management program
e Proficiency with Microsoft Office tools, particularly Excel

e Excellent organization, problem solving, and negotiation skills

e Excellent analytical skills

e Excellent presentation skills

e Excellent communication skills, verbal and written

e Knowledge of Oracle, PeopleSoft 8.9, or other enterprise procurement systems

CORE COMPETENCIES

Customer Focus

Self-Development

Ethics and Values

Intellectual Horsepower
Negotiation
Decision Quality

Action Oriented
Drive for Results

Peer Relationships
Problem Solving

To apply, please send a resume to Kyle.Hunter@tn.gov.

The State of Tennessee, Dept. of General Services, is an Equal Opportunity Employer.
Requests for ADA accommodation should be directed to the Human Resources Office @ 615-253-3966.
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